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CHAPTER 13 | MPREST FUND CASHI ERS
13A. Ceneral

Al D Cashi ers
Executive Order
to be erforn1nﬁ. .
As such Al D Cashi re governed by the Treasury regul ations
prescribed in Man of Procedures and Instructions for Cashiers
gﬁerat|ng Under Executive Order No. 6166( Treasury Cashier

nual) and in the Treasury Fiscal Requirenents Manual (TFRM,
vol ume one, part four, chapter 3000, Cash Held at Persona
Ri sk I'ncluding | nprest Funds By Disbursing Oficers and
Cashiers. This TFRM chapter includes Departnment of Treasury
Circular No. 1030. The Treasury Cashi er Manual incl udes
Crcul ar No. 830

rs operate by del egati on under the provisions. of

No. 6166 dated June 10, 1933, and are_consi dered
functions of the U S. Departnment of Treasury.
ers a
u
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Thi s chapter supplenents the aforementioned regul ati ons and
establ i shes the procedures to be followed for (a) the .
desi gnati on_of ssion_and Al Y W Cashi ers, gb) the duties and
responsi bilities of Al D Cashiers, and (c% t he” AID policy and
instructions for operation of the inprest fund.

1. Mssion Activity

The M ssion Controller for person acting in that capacity) is
responsi ble for the control of all financial activity of the

i mprest fund cashier operation. He/she is guided in this
respon5|blllt¥ by the Departnent of State policy for that

| ocation and the M ssion requirenents. The M ssion Controller.
shoul d issue instructions defining the activities of the Cashier.

2. AIDWActivity

The Cass B Cashier, located in the Ofice of Financia
Managenent, Central Accounti n? Di vision, AIDW(FM CAD), has the
responsi bility for providing fechnical instruction and advice to
Al D/ W enpl oyees desi ghated as Sub-cashi ers.

13B. Types of Cashiers
1. By dass

Cashiers are divided into Categories A, B, D, and Sub-
cashiers as foll ows:

a. Cass A

One who receives an advance from a di sbursing officer for
an inprest fund, is accountable in his/her own nanme to the
di sbursing officer, and has not been authorized to advance an
i mprest fund to another Cashier except his/her alternate.

b. dass B

One who receives an advance froma di sbursing officer for
an inprest fund and is authorized to advance an i nprest fund
from his/her account to his/her alternate and to a Sub-
cashier. The Cass B Cashier is accountable in his/her nane
to the disbursing officer for the entire amount of the
advance received.

c. Cass D

One_who receives an advance froma di sbursing officer for
an i nprest fuPd, accountable in his/her own nane to the
I

[
di sbursi ng officer, and cannot make di sbursenments but uses
the fund sSole ¥ for change-naki ng purposes. He/she may
advance funds to an alternate for change-naki ng purposes

but not to a Sub-cashier except upon authorizafion of the
di sbursi ng of fi cer fromwhom he/ she receives the advance



d. Sub-cashi er

One who has been designated in witing by the head of an
activity to receive an inprest fund froma Cass B or D
Cashier;, is under the supervision of the agency head of the
sane |local office as the Cashier fromwhom he/she receives
hi s/ her advance, is authorized to performthe same txpe of
transacti ons as such Cashier, and Is countabl e to hint her
for funds received. In the case where the AID Sub-cashier is
accountable to State Cashier for the nds advanced, the AID
direct-hire for whomthe Sub-cashier works is responsible for
t he supervision of the Sub-cashier's day-to-day activities.

For the purpose of this chapter, the provisions which apply to
Cashi ers shall also apply to Sub-cashiers. M ssions use

O asses A, B, D, and Sub-cashiers. AIDWuses only Cass B
Cashi ers and Sub-cashiers.
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2. Cashiers, Principal - Alternate

Cashiers are deslgnated as Principal when they function as
the person responsible for the cash transactions of a given.
organi zati onal segnent (i.e., Mssion, adm nistrative office in
AIDYW etc.) or as Alternate when they function during the
absence of "a Principal Cashier and/or where the volume of work
requires the principal to have an alternate.

13C. Source and Type of Fund

1. An inprest fund is established for a designated Cashier, by an

of ficial Governnent disbursing officer wthout charge to AID s
appropriation or funds, in the formof currency, coin, or Governnent
checks. The fund maybe of a revolving type with repl enishnent to the
fixed amount periodically as provided in Section 13E5, or of a
stationary nature such as a change-nmaki ng fund. Wen the fund is no
| onger needed, the entire anmobunt of the advance is returned to the
di sbursing officer. A Sub-cashier, however, receives his/her advance
froma Cass B or D Cashier and is accountable to such Cashier. Wen
this fund is no longer required, the Sub-cashier returns the advance
to the Cashier

2. The intermngling of inprest funds with other funds is not
aut hori zed.

13D. Designations
1. Ceneral

An Al D Cashier or Sub-cashier is an enpl oyee of Al D who has

been_dulx authorized in witing to handle cash transactions
wi thin the scope of his/her designation. U S Citizen
ggrt!C|pat|ng agency enplo¥ees may al so be deS|Pnated as AID

ashi er or Sub-cashier, but are considered as AI'D enpl oyees
wi t hout direct conmpensation fromAID for this purpose. nt ract
enpl oyees (U. S. citizens or |ocal enployees) shall not be
desi gnhat ed.

2. Sel ection of Designee

a. Requests for designation of a Cashier are on a genui ne
need for such assignment to conduct official AID business in the
i nterest of econony and efficiency. Were dlsbur5|n? of fice
facilities are available, such facilities are used fo the
maxi num ext ent practicable in perform ng duties which may
ot herwi se be required of Cashiers.

b. U npbst care nmust be exercised in the selection of the U S.
or local direct-hire enployee to be designated as Cashier since
the very nature of this activity; i.e., the continuous handling
of cash, can lead to carel essness or even to tenptations to use



funds for QHrposes other than the transaction of official

busi ness. erefore, |n_select|n? an enpl oyee for designation as
Cashier, consideration is given to the enployee's conpéetence and
ability to assune responsibility.

~c. Problens such as enbezzl enents, defalcations, and | osses
in inprest funds can be held to a minimumif good {udgnent is
exercised in the selection process. In this connection M ssion
Controllers and adninistrative officers in AIDDWare to_inpress
upon each_ desi gnee that he/she is being placed in a position as
outlined in his/her Cashier_ designation. De5|?nee‘s_should al so
be nmade aware that in exercising this trust, they will be under
close scrutiny and their Cashier activity is subject to
unannounced cash verification and audit at any tine.

d. Where needed to provide continuity of operati
request for designation of an Alternate Cashier is
si mul taneously with the request for designation of

Cashi er.

. e. Sub-cashiers may be designated to function while engaged
in a tenmporary or interpmittent status at |ocations where
adequat e di sbursing facilities are not avail abl e.

f. The Mssions are also guided by the following criteria in
t he sel ection.

(1) To the maxi mum extent possible, individuals desi?nated
shoul d be enpl oyees of the Controller's office excep
certifying officers, unless there is overriding

consi derati on.

e as Cass A or
oyi ng agency or
ion for the

Departnent, the position held, and a justific
particul ar sel ection.

2) Requests for a participating agency enpl oye
E %ashﬂer desi gnee Rust sth/thgt 8ers%n‘gpe y{
i a

3. Designation Procedure

a. Requests for Designation

Requests for designation of enployees to act as C asses A and
B Cashiers are prepared in menorandum form by M ssion Controllers
(or officials acting in that capacity) for M ssion Cashiers, and by
supervisory administrative official's for AlD/W Cashiers. Such
requests include the information shown bel ow and are forwarded to
FM CAD. Upon conpletion of review, AID)Wforwards requests to
CDOW RDOW or RDO Manila, as appropriate. The designation of
Sub-cashiers at the Mssion is made by the M ssion Controll er
M ssion requests for Classes A and B Cashi er designations contain the
fol |l owi ng:
Name:

Position title:

Whet her U. S.-citizen, |ocal or participating agency enpl oyee:
Station:

Cl ass of Cashier (A or B, Principal or Aternate):

Maxi mum i nprest fund requested (stated in dollars):

Amount of initial advance requested:

Type of paynments to be nmade, if other than those specifi ed:

Authority is (is not) requested for acconmmodati on
exchange” transacti ons:



NOTE: The Principal Cass B Cashier for ADDWis assigned to
FM CAD. The above covers requests for Sub-cashi er designations
to serve at other office locations within AIDDW

In review ng these request FM CAD assures that the assignnent
of Cashiers (Principal) does not result in the |ocation of nore
t han one per buil ding "and/ or Gbo%raphlc Bur eau, except when the
antici pated dollar anount of cash paynents per nonth exceeds
$1, 000 or specific situation warrants the designation of an
addi ti onal shier in the particul ar area.

b. Notification of Casses A and B Cashi er Designation

The CDO, RDOW RDO M upon approval of the Agency request for
designation of the Cashier, issues a Letter of Designation
authorlzln? t he enpl oyees to performthe Cashier functions as
stated in the letter.

Specific authoritY to perform accommodati on exchange duties, make
Faynent of payrolls, or nmake individual disbursenments in excess of
the normal limtation for a single disbursenent transaction is
included in the Letter of Designation,

c. Notification of Sub-cashier si gnhation

The M ssion Controller (or FMCAD in AID)W issues the Letter of
Desi gnati on for_ Sub-cashiers. Such designations are prepared in the
format used by Treasury for designation of Classes A and B Cashiers
as nmentioned above. The Letter of Designation specifies the
authority of the_ Sub-cashier that is linmted by the authority
extended by the Treasury to Class B Cashier. A coPy of the
designation is furnished to the Class B Cashier, fromwhomthe Sub-
cashier receives an inprest fund, and the designated Sub-cashier.

d. Revocation of Cashier Designation

El) When an enpl oyee ceases to performthe duties of Cass A or

as the result of reassignnment, transfer, or resignation, the
responsi ble adm nistrative office in AIDW in the case of AIDW

Cashiers, and the Mssion Controllers' Ofice, in the case of

M ssion Cashiers, notifies FM CAD in order that the designation
may be revoked.

(2) When an enpl oyee ceases to performthe duties of a Sub-
cashier, the Mssion Controller or FMCAD in AID)W as o
appl i cabl e, issues the cancellation of the designation, ﬁrOVIdlng
a copy to the Sub-cashier and the applicable O ass B Cashier

e. Transfer or Separation

Requests for designation of a Cashier to replace a Cashier who is
| eaving the service or transferring to another office or to other
duties’is to be anticipated to the extent that the new Cashi er may
be designated prior to the effective date of the change. Wen a
Cashier transfers to another post and is to assune |ike Cashier
duties at the new post, a new designation is required applicable to
t he new assi gnment. When a Class A or B Cashier is separated or
transferred he/she nust return the |nPrest fund to the disbursing
officer or, if applicable, transfer it to another properly .
desi gnated Cashier of the same class by indicating on the final SF
11297t hat the outgoi ng Cashier has transferred his/her inprest fund
to the incom ng Cashier. The |ncon1n% Cashier will also acknow edge
receipt of the fund on the copy of the SF 1129, Rei nmbursenent
Voucher. (See Exhibits B and D of Treasury Cashi er Mnual)

13E. Cashier Responsibilities

Cashiers are authorized to performdi sbursing functions as set
forth in their Letter of Designation fromthe Regional or Chief
Di sbursing Oficer, US. TreaSury Departnent. They are held
personal | y accountabl e and responsi ble for the anobunt of the
advance, ? d

must be constantl¥ aware of this responsibility.
0

n
They shoul d make every effort ensure and maintain the



integrity of this function. Cashiers nust conply with the
requirenents in the Treasury Cashier Manual in all of their
of ficial transactions utilizing this fund.

1. Advances to Cashiers

For M ssion Cashiers, funds are advanced in the form of
foreign currency checks, several U S. dollar checks drawn on the
Treasury of the United States in favor of the Cashier, or US.
dollars”and local currency as in the case of the Cashiers in

Latin Anerica operating under the centralized disbursing system
Where facilities for cashing the Treasur% checks are linmted or
not available, local currency cash will be advanced by the USDO
The responsibilities for funds so advanced continues with the
Cashier until he/she makes proper and acceptabl e accounting to
the Disbursing Oficer or Class B Cashier who nakes the advance,
or to the other officers directed to receive the accounti ng.

Cashiers may, on the basis of a receipt, advance funds to an
aut hori zed enpl oyee for over-the-counter purchases. Such
advances wi Il be accounted for pronptly. wever, funds may not
be advanced or entrusted to other enployees unless they are
aut hori zed to receive them

a. Safeguarding Funds

&é) Every effort is nade to provi de adequate protection for
shiers’in the way of a cage, den, bul Khead, or other
suitabl e arrangenent to ensure the safety of the inprest
fund and deny access to unauthorized personnel. Necessary
recautions are to be taken in transporting of noney
etween the bank, office, and other points where fisca
transactions require handling of inprest fund cash.

(2) Cash, checks, pa
are kept in a suitabl
the inclusive control
not avail able, the Ca
ot her appropriate fac
protection. In line w
combi nation and the du
in a sealed, signed, a
by (a) the M ssion Con

0

t

vouchers and ot her evidence of paynent
Protected segregated area or cage under
I the Cashier, ere such facilities are
ier teuﬂprar|ly may use a strong box or
ties ich provide the necessarx
good adninistrative practice the safe
cate key to the stron? box is placed
dat ed envel ope for refention unopened
ol ler (or highest ranking U S.-citizen
Cashiers |l ocated at other than M ssion
e apBropr|ate adm nistrative official in
e placed with the Marine Guards if
they are assigned to the post. This key will be used only in
the event of an energency. As a further precaution, the opening
of the envelope in an energenc% situation, as well as the
openi ng. of the safe or stron ox by other than the Cashier is
to be witnessed by at |east two other AlID enployees. Upon the
assi gnment of a new Cashier, the conbination of the Cashier's

d
y
S
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In the event of |loss or theft, all known pertinent facts
are reported as follows:

(12 In the case of Mssion Cashiers, a witten report is

made to the Mssion Controller, the disbursing officer who

makes the advance, and the nearest Regional fice of the

O fice of Inspections and I nvestigations (RRG11). One copy of

the report will also be sent to the Ofice of |nspections and

Investigations (IGI11) at AIDW and to the Chief, FM CAD, at

AlDW {The M ssion ntroller notifies the Enbassy Security

O ficer who decides whether local police are to be notified.)
2) In the case of AIDWCashiers, report

pertinent facts in witing to the Chief, FM CAD



This is a prelinmnary re
fastest neans possible with
I nvesti gati on.

port which is forwarded by the
out waiting for conpleted audit or

(3) Wen an investigation or audit to ascertain the ful
extent of the loss is conpleted and a fornal report is
made, the M ssion Controller or AID administrative office
advi ses the AID Controller, Attention: FMCAD, as to: (a)
the action taken to restore the | oss, (b) the underlying
cause(s) of the loss, (c) the renedial action needed or
taken to ensure adequate safeguards and control, and (d) a
5ﬁe0|f|c recomendation as to the disposition to be made of
the case. The Chief, FM CAD, reviews such reports and in
accordance with 31U.S.C. 82a-1, nmkes the determ nation and

recomendation to the Chief D sbursing Oficer of the U S

Treasury. Wen a formal report of loss includes a

recomendation for relief of accountability for the |oss,

the report will provide specific |nf0{nnt|on which is
ows:

responsive to 31 U.S.C. 82a-1, as fol

(a) That such | oss or deficiency occurred while
such officer or agent was actlng in the discharge
of his/her official duties, or that such | oss or
deficiency occurred by reason of the act or

om ssion of a subordinate of such officer or agent.

(b% That such | oss or_deficiencY occurred
wi thout fault or negligence on fhe part of
such officer or agent.

c. Anpunt of |nprest Fund

(1) Normally, the anpunt of cash held by AID Cashiers
shoul d only be such as to pernit themto operate with the
greatest benefit to the Agency consistent with the

pur pose for which the fund was established.

2) The anount established for the AIDDWC ass B
shier is adjusted as necessarY,on t he basis of
%NP%kadlc revi ew and determ nati on nmade by

¥3) The procedures to change the anmount of the inprest
und foll ow

(a) Oficials adm nistratively responsi ble for Cashier
operation at Mssion and AID/Wperiodically reviewthe
imprest fund activity and deternine that the |evel of
the fund is adequate but not in excess of the anmount
required for effective operating needs, and request the
Di sbursing O ficer to increase or decrease the anount
(within the authorized anount) as appropriate. M ssions
are not required to either request approval or report
to AID/Won such increases or decreases when the amount
is within the authorization stated in the Letter of

Desi gnati on.

(b) In determining a realistic limtation on the
amount required in the inmprest fund, M ssion
Controllers consider that U S. instead of |ocal

enpl oyees are nornally designated as Cashiers where
significant advances are being handled. Also, if an
advance carried by a Cashier is not turned over at

| east once every 2nonths, the Disbursing Oficer
will request AIDto review its cash requirenent and
make adjustnent in the anmount accordingly.

2. Disbursenents



a. Limtations on Individual Transactions

Paynments by M ssion Cashiers are limted to $300.00 (or

| ocal currency equival ent thereof) for any one transaction
However, under enmergency conditions, the limtation for any
one transaction may be increased to $1,500.00. Paynents are
governed by provisions in Al D Handbook 23, Overseas Support,
Chapter 14, Section F, Small Purchase Transactions, as

i mpl emented by this subsection. AlDWCashiers are al so
limted to $300.00, not to exceed $750.00 under an
energency, for any one transaction. The limtation applies
(except payrolls) equally against a small purchase
transaction, travel advance, or a certified voucher. \Wen a
Cashier is authorized to pay payrolls, the anount of the
paynment is limted only by the anbunt of the payroll. (See
Sections 7 and 8 of the Treasury Cashier Manual)

b. Use of Energency Authority

Internal controls and criteria are established by the

M ssion Controller for determ ning that an energency
situation exists requiring individual paynents up to the
$1, 500. 00 maxi mum (or in excess of $1,500.00 when a waiver is
granted). For exanple, a Mssion procedure may specify that
the M ssion Executive Oficer review each request for such
paynment to ascertain whether an energency situation does
exi st that requires an exception to the normal limtation.
The Executive O ficer would then, attach to the request a
brief statenent of the enmergency with his signature.

c. Waivers to Limtations

Besi de the waiver to limtations under energency
conditions, the Departnent of the Treasury has granted to
the Agency the foll owing two waivers:

(1) In sone countries, the utility conpani es denmand
paynment before a check can be received froma disbursing
center. A mission principal officer may approve the
procedure of paying the utility bills in cash by a
certified voucher up to a maxi mum of $3, 000.

(2) Under the authority of Treasury Departnent Crcul ar
No. 1030and del egation fromthe Fiscal Assistant
Secretary of the Treasury, Cashiers who are | ocated at
foreign posts when there are no D sbursing Oficers and
who receive their advances froma Disbursing Oficer

| ocated in another country are hereby authorized to nmake
paynents in cash, not to exceed $1,500 for a single
transaction(provi ded that paynent vouchers exceedi ng the
limtations specified here in are duly certified prior to
t he paynment in cash

Application by Mssions for specific extensions of this
wai ver are to be nade to AIDDW Attention: FM CAD,
proposing the Iimt of the increased authority desired,
with appropriate justification

d. Type of Paynents
(1) Cashiers are authorized to make paynents in cash
or entrust sufficient cash to an authorized enpl oyee
to nmake payment for a specific purchase. However, cash
paynments nmay not be made for noney orders or personal
servi ces unl ess specifically authorized. Payment of



transportation charges to the initiating carrier not
exceedi ng$100 may be rmade frominprest funds; however,
payment of such charges prior to performance of the
services i s prohibited.

(2) The following are typical types of procurenent for

which the use of inprest funds will be particularly
sui tabl e:
(a) Emergency, fill-in occasional or specia

purchases of articles, supplies, or services.

(b) I'tens such as postage stanps, transportation

t okens or passes, and taxi fares.

Repairs to equi pnent.

Peri shabl e foodstuffs.

Parcel Post or drayage.

Public utility bills where | ocation of the

activity is so situated as to nake cash paynent

nore efficient.

(g) Enmergency travel advances (e.g., where trave
orders are issued too |ate to obtain advance
t hrough regul ar di sbursi ng channel s).
Repl eni shment to the inprest fund is to be as
soon as practical. The outstandi ng advance mnust
be reflected in the appropriation account
chargeabl e for the travel and not be held as an
interimreceipt in the inprest fund.

A~
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(3) Before making paynent on any transaction of
guestionabl e propriety, Cashiers are to seek the

opi nion of the Authorized Certifying Oficer, who will
certify and process the SF 1129, Rei nbursenent

Voucher. When doubt exists as to the legality of any
purchase, Cashiers are authorized to require witten
acceptance of responsibility for such transaction from
the authorizing official to provide the Cashier with
recourse to such official if the transaction is |later
di sal | owed.

Recei pts for M scel |l aneous Purchase

(1) Standard Form 1165, Receipt for Cash - Sub-
voucher, is used as(a) a receipt to evidence a cash
paynment made for purchases of supplies or services,
and (b) an interimrecei pt when cash is advanced to an
enpl oyee for the purpose of maki ng purchases or
payments in cash.

(2) When purchases are in excess of $15, each receipt
is to be signed by the vendor of his/her agent as

evi dence of paynent in addition to providing an

item zed listing of the articles or nature of the
servi ce purchased. If the signature of the vendor
and/ or his/her articles purchased cannot be noted on
the receipt, the nane of the vendor and a list of the
articles or services purchased is placed on a Sub-
voucher which is attached to the receipt.

(3) When purchases are for $15 or less, a receipt
showi ng the articles or services purchased is secured,
but the signature of the vendor is not necessary. In
those instances where it is inpossible to secure a
vendor's invoice, bill, etc., the enployee making the



pur chase, even though he/she may be a Cashier, details
on an SF 1165, or equivalent form the nane of the
vendor and the articles or nature of the services
purchased. The enpl oyee al so signs the Sub-voucher

i ndicating receipt of the funds fromthe inprest fund

f. Cash Paynents - Travel Expense d ains

Cashi ers may nake cash paynents for travel expense
clainms, when submitted to them on vouchers properly
certified by an Authorized Certifying Oficer, only when
the Disbursing Oficer is unable to effect payment within
48 hours and such paynment will not deplete the inprest
fund bel ow normal requirenments. M ssion serviced by an
RDO or by the USDO, Paris, are to establish local rules
to determ ne when the Cashier may pay travel voucher
clains. Simlar to travel advances, the paynent of travel
expense clainms nust be reflected in the appropriation
account properly chargeable, as soon as practical, and
not to be held in the inprest fund.

g. USAID Paynents Made by State Cashiers

At posts where Departnent of State Cashiers nake paynents
on behal f of an AID M ssion, the follow ng procedures

appl y:

(1) At posts where AID Controller personnel are assigned,
vouchers or sub-vouchers nmust be certified prior to

submi ssion to State Cashiers for paynent and the voucher
must contain conplete fiscal data.

(2) At posts with no AID Controller personnel the
appropriate USAI D accounting office nust provide to State
Cashi ers authorization to pay and fiscal data.

Thereafter, the vouchers are certified by a State
certifying officer. At the tinme of certification the
State certifying officer forwards a copy of the voucher
and all supporting docunmentation to the appropriate USAID
accounting office.

USAI D personnel nust establish and maintain cooperative
liaison with State Cashiers and other State personnel to
ef fectively inplenment these procedures.

3. Acconmodati on Exchange Transactions

a. Mssion Cashiers authorized to conduct exchange
transactions for the acconmpdation of U S. citizens and
governed by the Treasury Cashi er Manual which includes
Treasury Departnent Circular No. 830.

b. Cashiers may be authorized to cash Al D enpl oyees' checks
payable in U S. dollars or local currency. Such checks will
be exchanged for local currency only, except in countries
where use of U S. dollars is al so authorized.

c. Mssion Controllers prescribe procedures for use of
accomodat i on exchange service by U S.-citizen enpl oyees of
AlD, US. -citizen enployees, or third-country nationals of
contractors working under a direct contract with AID
program whether located in the vicinity of Mssions or in



outlying areas of the country. (The termcontractor has been
constructed by the Fiscal Assistant Secretary, U S. Treasury,
to include Subcontractors.) Checks presented by third-country
nationals nust be U S. Treasury dollar checks or U S.

dol l ar checks drawn in favor of the presenter by the

enpl oying U S. contractor. Personal checks naybe accepted
fromU S citizens.

d. The use of the accommmbdati on exchange facility is to be
particularly encouraged in excess of near-excess foreign
currency countries. This is necessary in view of the
continuing need to take full advantage of the avail able

U S.-owned foreign currencies in these countries in
connection with the U S. bal ance-of - paynents position.

e. Mssion Cashiers may negoti ate checks for dependents of
persons for whom exchange transactions are authorized only
when they are in the possession of a valid power of
attorney - including but not limted to Treasury Departnent
Form 6569 - from such person. M ssion Cashiers may al so
negoti ate checks for dependents of civilian enpl oyees of
the U S. CGovernnent at safe-haven posts, to which ordered
by conmpetent authority in the event of emergency
evacuation, provided that such accommodati on exchange
transactions for all dependents of any one civilian

enpl oyee shall not exceed $400 in any nonth. In excess or
near - excess currency countries the $400 limtation shal

not apply to U.S. citizens.

4. Collections

As a general rule, collection duties should be assigned,
wherever practicable, to Cashiers by the Mssion Controller.
When these duties are assigned to Cashiers, it is the
responsibility of the Mssion Controller to provide adequate
instructions to control the receipt and deposit of the nonies
coll ected. (See Handbook 19, Chapter 17, AID Billing and

Col l ection Procedures) In this connection, it should be
stressed that any nonies collected are not to be interm ngled
with the inprest fund. Also, in the preparation of such
instructions, specific requirenents of the Disbursing Oficer
shoul d be taken into consideration.

5. Repl eni shrent of | nprest Fund

a. Regul ar
(1) Mssion Cashiers replenish their funds periodically,
but at | east once each nonth, by the subm ssion of a
compl eted SF 1129, Rei nbursenment Voucher, or equival ent
formacceptable to the Mssion Controller and the
Di sbursing O ficer servicing the Mssion. Form SF 453,
Statenment of Operating Cash Advance and Repl eni shnent
Voucher, is considered an equival ent form when use of
that formis requested by the Disbursing Oficer. An SF
1129 will be prepared at the end of the fiscal year for
al | expenditures made through Septenber 30 not previously
cl ai med and upon ternination of Cashier duties.

(2) Cass A and dass B Cashiers attach the original sub-
vouchers, together with an addi ng machi ne tape, to the
original SF 1129.Listing the sub-vouchers on the SF 1129
wi Il not be necessary. Sub-vouchers may include SF 1165,



Recei pt for Cash - Sub-voucher; SF1164, Caimfor

Rei mbur senment for Expenditures on O ficial Business; and
original bills, sales slips, cash register tickets, or
deal ers' invoices. Sub-vouchers are serially nunbered in
the order of paynment, starting with the nunber 1 at the
begi nni ng of each fiscal year. SF 1166, Voucher and
Schedul e of Paynents, will be prepared show ng the

Cashi er as payee and specifying the nunber of

denoni nati on of checks desired. The original and one copy
of SF 1129are submitted to the Disbursing Oficer for
payment .

Al D) W Sub-cashiers periodically submt SF 1165 with SF

1164' sattached, and in the case of those Sub-cashi ers which
mai ntain an i nprest fund, the SF 1129 with the SF 1165's and
ot her sub-vouchers attached, to the AIDDWUC{ ass B Cashier,
FM CAD, for paynment in cash. The AID)Wd ass B Cashier
forwards the original and two copies of SF1129, with sub-
vouchers attached, to FM CAD for audit and scheduling on SF
1166.

Note that only the Al D)W Sub-cashi ers mai ntaining an i nprest
fund prepares SF 1129's with SF 1165's and ot her sub-vouchers
attached. Al other SF 1165 Cashiers, Mssion and AlDW
submit SF 1165 with SF1164's attached, to the Cass B Cashier.

The AID)WC ass B Cashier also prepares an SF 1129,

Rei mbur senment Voucher, (a) at the end of the fiscal year for
al | expenditures made through Septenber 30 not previously
claimed, and (b) upon ternination of Cashier duties.

(3) The signed copy of the SF 1129 submitted with SF 1166
periodically to the Disbursing Oficer serves as the
accounting report. No other accountability formis
required. Preparation of SF 1129 and/or Treasury Form
1652, Statenent of Advance of Funds for Change- Maki ng
Purposes, will be acconplished in accordance with
instructions contained in U S. Treasury Departnent Mnual
of Procedures and Instructions for Cashiers QOperating Under
Executive Order No. 6166. M ssion Cashiers are required to
furnish the Disbursing Oficer with a signed copy of each
repl eni shnent voucher (SF 1129) for use by the Disbursing
Oficer in his/her nmonthly accounts to the Chief

Di sbursing O ficer.

6. Records and Reports

a. Mssion CGeneral Ledger Control Accounts

The General Ledger control accounts prescribed for use by
M ssions to show the amount of U.S. dollar equival ent

i mprest fund cash advanced by U S. Disbursing Oficers to
M ssion Cashiers are as follows:

Debit Account
1142 I nprest Fund Advances (M ssions)

Credit Account
2182 Liability for Inmprest Fund Advances (M ssions)

(1) Debit Account No. 1142 is established to control the
total of the anmpbunts outstanding as advances to Cashiers.
The total of the Mssions Cashier's subsidiary records (see



Section 6b) are reconciled periodically to the total of
Account No. 1142.

(2) Account No. 2182 is used primarily as an of fset
liability account to asset Account No. 1142, Ceneral
Ledger, will be used for this purpose. Were warranted, by
unusual circunstances, a separate Account No. 1142 nay be
establ i shed for each Cashier's fund.

b. Report

M ssions and FM CAD report the status of these General Ledger
accounts in a trial balance formas prescribed in Handbook 19,
Chapter 9E, USAID General Ledger Trial Balance - Inprest Funds
(Report No. U 251).

c. M ssion Cashier Subsidiary Record

Cashiers are required to naintain a current record of al
advances received and cash paynments, using an appropriate
record approved by the Mssion Controller. This record
shoul d contain all the cash accounting data necessary to
adequately control inprest fund transactions processed in
| ocal currencies, as desired in Section 12, Cashiers on
Foreign Service, and Section 13, Accommpbdati on Exchange, of
the Treasury Cashi er Manual .

d. AID)W Cashier's Subsidiary Records

Sub- cashi ers authorized to make reinbursenents to

i ndividuals for local transportation fares do not maintain
an inprest fund (except the inprest fund Sub-cashier).

I nstead the Sub-cashiers receive an advance fromthe Cd ass
B Cashier on the | ast Thursday of each nmonth in exchange
for a signed receipt (SF 1165). The Interim Receipt for Cash
portion of the SF 1165 is retained by the Cass B Cashier
pendi ng conpl eti on of paynment of individuals clainms, the
Sub- cashi er presents the audited SF 1164's and any
remai ni ng cash to the Class B Cashier and obtains in return
the receipt given earlier. The amounts representing the
SF1164's and cash being returned are shown separately on

t he Sub-voucher portion of the SF 1165. A breakdown by

all otment charge is shown on the back of the SF 1165. No
ot her records need be maintained by this type of Sub-
cashier. Certain Sub-cashiers, however, are authorized to
mai ntain an i nprest fund on a continuing basis which they
receive fromthe Cass B Cashier. Replenishnment to their
funds is effected by the submi ssion of an SF 1129 to the
Cl ass B Cashier, supported by expenditure vouchers on a
sem nmont hly basis. Disbursing Oficer Ledger (SF 1014M is
mai ntai ned as the accountability record by the Cass B and
i nprest fund Sub-cashiers. Advances and repl eni shnent
checks received as shown, as debits and Rei mbursenent
Vouchers (SF 1129) are entered as credits. A detailed
listing of sub-vouchers paid is not required. The anount
shown in the bal ance colum corresponds to the amount of
cash on hand (i ncludi ng unschedul ed sub-vouchers, uncashed
advance checks, and receipts for cash advances).

13F. Treasury Requirenents for Cashiers

The Treasury Departnent has issued the Treasury Cashi er Manual
and pertinent TFRM Chapters setting forth the Treasury

requi renments for Cashiers (see Section 13A). A copy of Treasury
Cashier Manual is to be provided to each M ssion where the



13G

13H.

13I.

desi gnation of Cashiers has been requested. Additional copies
may be obtained from FM CAD, AID)W upon request. The M ssion
Controll er or his/her designee, and the Chief, FM CAD, in the
case of Al D/W Cashiers, assure that these Treasury requirements
are mmi ntained currently as changes are received, and that a
copy is readily available to Cashiers.

Bondi ng

Surety bonds are no |onger required for Federal enployees in
connection with their official duties. (See Handbook 19
Suppl enent A, d ossary -Surety Bond.)

Audit of Cashier Qperations and | nprest Funds

1. Mssions

Unannounced cash verifications will be performed by the M ssion
Controller at intervals not |ess frequent than once each
quarter.

2. AAD'W

Unannounced cash verifications will be perfornmed by FM CAD at
intervals not | ess frequent than once each quarter.

Periodic Review in Conpliance with Cash Managenent Policy Cuideline

FM CAD in AID)Wand M ssion Controllers are required, no | ess
frequently than once each quarter, to review funds held by their
cashiers to ensure that such funds are comensurate with actua
needs.



